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Employee Handbook for Kochenderfer United Methodist Church
The guidelines and rules for employees of Kochenderfer UMC
Welcome to Kochenderfer United Methodist Church!
23 Work at everything you do with all your heart. Work as if you were working for the Lord, not for human masters. 24 Work because you know that you will finally receive as a reward what the Lord wants you to have. You are serving the Lord Christ. 










Colossians 3:23, 24

Dear Ministry Staff Member,
Welcome to the ministry team at Kochenderfer United Methodist Church. You have been given a unique and special opportunity to serve God and to minister to others in His name. Your work here will make you part of a team that seeks to meet the spiritual needs of a diverse community. 

We consider you to be a gift from God and look forward to working with you as a member of our ministry team. Your gifts and talents, which you bring to your position, are most appreciated. We are committed to working together with you in service to our Lord through this ministry.
As a staff member of Kochenderfer United Methodist Church, you represent this ministry at all times. As a result, you are expected to always be sensitive to how others may view you biblically, spiritually, and ethically. May Christ be honored by the model and example that you set for others. Our prayer is that you will strive to grow in your faith through study, prayer, and worship.

If you have questions, please do not hesitate to speak with the Senior Pastor, Church Administrator, Co-Directors of KOCHENDERFER CHRISTIAN DAY CARE CENTER, or SPR Lead Team Representative.
We wish you great fulfillment and joy in your work as you share your talents, abilities, and professional training with staff, day care families, and members of Kochenderfer United Methodist Church.
Mission of Kochenderfer UMC
Invite others to an intimate relationship with God.

Grow faith through sound Bible teaching, dynamic worship, and healthy relationships with other Christians.

Serve God through life-changing ministry at home, at church, in the community, and around the world.

Vision of Kochenderfer UMC

To be a church that shows God’s love in such a way that people exchange ordinary living for extraordinary life through the power of Jesus Christ.
Together in Service,

Staff Parish Relations Team of Kochenderfer United Methodist Church


Employment
About This Handbook 
This Employee Handbook is intended to acquaint you with KOCHENDERFER UNITED METHODIST CHURCH and to provide you with information about the employment policies and practices of Kochenderfer United Methodist Church in effect at the time of publication. All previously issued handbooks and any inconsistent policy statements or memoranda are superseded. This handbook is not intended to be a contract of employment nor a statement of enforceable rights. Rather, this handbook is intended as a guide for employees concerning their employment.  As a guide, it is not intended as a document to cover all circumstances or situations.  KOCHENDERFER UNITED METHODIST CHURCH may find it necessary to handle a situation in a manner other than stated in this manual in the best interest of the ministry and/or the employee.

Any provisions within this handbook may be deleted or modified without notice by the Lead Team of Kochenderfer United Methodist Church. Employees will receive notice of modification to this handbook as they are made.
Employment at Will
Employment at KOCHENDERFER UNITED METHODIST CHURCH is employment at will. This means you are free to leave your employment at any time and KOCHENDERFER UNITED METHODIST CHURCH has the right to terminate your employment at any time, with or without cause or notice. This at will employment policy is the sole and entire agreement between you and KOCHENDERFER UNITED METHODIST CHURCH as to the duration of your employment and the circumstances under which employment can be terminated. As a non-profit, religious organization, KOCHENDERFER UNITED METHODIST CHURCH is exempt from paying unemployment taxes which does not allow any former employees to collect unemployment from KOCHENDERFER UNITED METHODIST CHURCH upon time of termination. Employees are required to sign a written statement acknowledging that they are employed at will for Kochenderfer United Methodist Church.
Equal Employment Opportunity

An open and equitable personnel system will be established and maintained. Personnel policies, procedures, and practices will be designed to prohibit discrimination on the basis of race, color, disability, ancestry, national origin, rates of pay or other forms of compensation (including limited English proficiency), age, or sex.  As a religious organization, KOCHENDERFER UNITED METHODIST CHURCH is permitted and reserves the right to prefer employees on the basis of religion. Title VII, Section 702-703, v.s. Civil Rights Act of 1964. Applicant must hold principles that coincide with Kochenderfer United Methodist Church’s “Book of Discipline”.

KOCHENDERFER UNITED METHODIST CHURCH will take appropriate steps to provide reasonable accommodations upon request to qualified individuals with disabilities and reasonable accommodations shall be made to meet the physical or mental limitations of qualified applicants or employees, so long as doing so does not cause a hardship for the ministry.

Any employee who believes she or he has been discriminated against may file a complaint of discrimination with any of the following:

Department of Human Services

PA Human Relations Commission
Bureau of Equal Opportunity


Harrisburg Regional Office

Room 223, Health & Welfare Building
Riverfront Office Center

PO Box 2675




1101 S. Front St., 5th Floor

Harrisburg, PA  17105


Harrisburg, PA  17104

U.S. Department of Health & Human 
U.S. Department of Agriculture
Services Office for Civil Rights

Director, Office Adjudication
Suite 372, Public Ledger Bldg.

1400 Independence Avenue, SW
150 South Independence Mall West

Washington, DC 20250-9410
Philadelphia, PA  19106-9111

Immigration Reform and Control Act of 1986

KOCHENDERFER UNITED METHODIST CHURCH is committed to full compliance with the federal immigration laws and will not knowingly hire or continue to employ anyone who does not have the legal right to work in the United States.

As an ongoing condition of employment, every employee will be required to fill out Employment Identification Form I-9 and provide proper documentation verifying their identity and legal authority to work in the United States.
PERSONNEL RECORDS

A personnel record is on file for each employee. The employee is responsible for keeping information up to date by reporting any changes in address, phone number, etc.  An employee has the right to read the material contained in his/her personnel file. In order for an employee to review his/her file the employee must contact the Church Administrator to request an appointment. No part of the file may be removed. Please refer any questions to the Church Administrator or Co-Director of KOCHENDERFER CHRISTIAN DAY CARE CENTER. 
Personnel files will include the following types of employee information (list is not all inclusive). Required forms must be in employee personnel file prior to start of employment. References may not be from relatives.

· Position Description (signed by employee)

· Offer of Employment Letter (signed by employee) to include hire date

· IRS Forms (W-4, I-9)

· PA New Hire Report

· Background Clearances (PA Child Abuse, PA Criminal Check and FBI Fingerprint)

· Receipt of Employee Handbook

· Periodic Performance Evaluations

· Enrollment Forms For Employment Benefits

· Warnings and Disciplinary Actions

· Church Issued Equipment/Supplies (key fobs, keys, etc.)

· Receipt of Internet Use Policy

· Receipt of Search Policy

· Request to Withhold Garnishments

Background Checks

All employees must submit applications for FBI Fingerprinting, PA Criminal Record Check, and a Child Abuse Clearance upon being hired. These clearances must be received within 30 days of the employee’s hire date to continue employment at Kochenderfer United Methodist Church. KOCHENDERFER UNITED METHODIST CHURCH will pay for these clearances.  If an employee leaves before the orientation period is over, the amount paid for the clearances will be deducted from the final paycheck. All employees are required to update the above mentioned clearance every three years. Failure to do so will result in time off without pay or termination.

Search and Inspection

Employees give permission for KOCHENDERFER UNITED METHODIST CHURCH to conduct a search and inspection of all personal belongings, agree to submit to a drug screening, and acknowledge and understand that if any controlled substances, drug paraphernalia, alcoholic beverages, or prescription drugs (not prescribed for the employee who is using or possessing them) are found, employment at KOCHENDERFER UNITED METHODIST CHURCH will be terminated.

PERSONAL DATA CHANGE 

To help keep record and benefit program information accurate, please notify the church administrator immediately of any changes to your personal information

Supervision
Senior Pastor reports directly to the Lead Team.
Church Administrator, Organist, Worship Leader, Director of Youth Ministries, Custodians, and Co-Directors of KOCHENDERFER CHRISTIAN DAY CARE CENTER report directly to the Senior Pastor.
Employees working with the children in our day care center report directly to the Co-Directors of the Kochenderfer Christian Day Care Center.

Classification of Employees
For the purpose of designating eligibility for certain benefits and the payment of overtime, employment classifications fall into one of the following categories:

Regular Employee - a person hired to fill a specific position for an indefinite period of time.
Temporary Employee - a person who has been hired for work of a temporary nature. A temporary employee is entitled only to statutorily mandated benefits such as those set forth under benefits.
Full Time Employee - regularly works 30 or more hours per week.

Part Time Employee - works less than 30 hours per week. 

Exempt Employee - one whose position contains duties and responsibilities of an executive, administrative, or professional nature as described under the Fair Labor Standards Act, and is therefore exempt from the provisions of the Act. Exempt employees may be required to perform a certain amount of work in excess of the standard 40 hour work week without additional compensation. 

Non-Exempt Employee - one whose position is covered by the provisions of the Fair Labor Standards Act due to her/his duties and responsibilities. The Fair Labor Standards Act includes the provision for payment of all overtime hours worked in excess of 40 hours per week for these non-exempt positions.

Seasonal Employee - one who works mostly during summer hours and as needed to cover vacations during holiday breaks when school is in session.
Substitute Employee - works from time to time as arranged by the immediate supervisor.

Pre-K Counts Employee - one who is employed through grant monies received through the PA Government. The employee is contracted for 200 days (from July 1 to June 30) and qualifies for benefits through Kochenderfer United Methodist Church. If an opening is available, a Pre-K Counts employee may work as a seasonal employee during hours as outlined above. During this time the employee does not receive holiday or vacation time, since these items are compensated only during the contracted school year.
Physical for Employment

When a physical is required, the employee should submit the cost for payment through her or his health insurance plan. After proof that the expense is not covered by the employee’s insurance plan, the employee should submit to the Church Administrator proof that the expense was not covered so that reimbursement can be made to the employee.
Orientation Period
Each new full-time employee will serve an orientation period of three (3) months.  Part time employees will serve an orientation period of sixty-five (65) actual working days.  Orientation periods may be extended at the immediate supervisor’s discretion.

At the end of the orientation period, the immediate supervisor will evaluate an employee’s work habits and performance.  The evaluation becomes a part of the employee’s personnel record.  Employees will be evaluated at minimum yearly on their anniversary date of hire or during scheduled evaluation times or as requested by the supervisor or employee. Upon successful completion of the orientation period, benefits will begin to accrue. The exception to the policy is registering for health insurance provided through the Eastern PA Conference of the UMC, which requires new employees added to the health plan within 30 days of hire.
If during the orientation period, an employee’s work is unsatisfactory, the employee will be given a two week probation period to improve work performance. If the employee’s work does not improve, the employee will be discharged after a conference with her or his immediate supervisor.  

Keys and Fobs

All employees are issued a key fob to gain entry into the building. If an employee plans to come into the building outside regular scheduled hours, she or he is required to notify her or his immediate supervisor. Employees who require access to locked areas requiring a key to gain entrance will be issued a key for that use. All employees will sign a Key/Fob Acknowledgment Form before receiving a key or fob. This form will remain in the employee file during employee’s tenure. Should the key and or fob be lost, the employee is required to pay $5 to receive a key or fob. The cost to replace the key and or fob will be deducted from the employee’s payroll. 
Safe Sanctuary Training

Kochenderfer United Methodist Church Safe Sanctuary Policy is a set of guidelines to ensure all children’s safety while in the church facility.  This policy includes completing a PA Child Abuse, Criminal Background, and FBI fingerprinting prior to beginning employment at Kochenderfer United Methodist Church. 

All employees are required to attend or participate in an online Safe Sanctuary Training event. Employees will receive a copy of the Kochenderfer Safe Sanctuary Training at time of hire. The church administrator will notify employees of the scheduled yearly trainings. Employees are also responsible for updating their Child Abuse, Criminal, and FBI fingerprinting every three years as outlined by the Eastern PA Conference of the United Methodist Church. Failure to comply with the Kochenderfer UMC Safe Sanctuary requirements and training will result in the employee receiving unpaid time off until the requirements are met. 

If an employee is arrested for or convicted of an offense that would constitute grounds for denying employment or participation in a program, activity, or service under the Child Protective Services Law as listed above, or is named as perpetrator in a founded or indicated report, employee must provide the church administrator with written notice no later than 72 hours after the arrest, conviction, or notification that the employee has been listed as a perpetrator in the Statewide database.

Contact the church administrator for information about the Safe Sanctuary Policy and requirements. 

Incidents/Accidents
An incident/accident report form is located in your immediate supervisor’s office or the mailboxes in the Christian Life Center hallway. It must be filled out for each employee, child, and visitor’s accident at the time of the accident.  The employee and your immediate supervisor must complete this form within 24 hours of the occurrence.  Any accident resulting in emergency room treatment for a child in our center must be reported to DHS. A copy of incident/accident reports must be forwarded to the church administrator.

Additional information relating to work related injuries and an acknowledgment of rights and responsibilities from the PA Worker’s Compensation Act will be given to each person during orientation.

Job Descriptions
Upon hiring, employees will be given a copy of their job description. The description will include the ministry duties for their position. Employees will sign a copy of the job description with the original maintained in their employee file and a copy forwarded to the employee.

To meet PA Stars Requirements job descriptions for our day care staff will be reported in the section of this handbook pertaining to PA State Requirements for day care centers.
Resignation and Dismissal
Resignation from employment with KOCHENDERFER UNITED METHODIST CHURCH is requested to be in writing to your immediate supervisor and given at least two (2) weeks in advance.  If at any time during the employee’s final 2 weeks he/she becomes disruptive, early departure may be requested and earned benefit time forfeited.

Your immediate supervisor will issue a final paycheck/payment of earned benefit time after the receipt of all keys and KOCHENDERFER UNITED METHODIST CHURCH items. Failure to return items will result in a deduction from the final paycheck.

It may become necessary to eliminate program positions due to restructuring of job responsibilities, decreased enrollment, or funding restraints.  If this should happen, written notice of such action will be given to the employee at least two weeks prior to action whenever possible.

Schedules, Compensation and Absences

Attendance and Work Schedule
Your supervisor will determine normal work schedules and any temporary variations as needed. Employees will be issued a 4 digit code upon hire that will be used to clock in and out. Employees should clock in no more than seven (7) minutes before their scheduled time to start work and should always sign out promptly when the shift is over.  

Employees wishing to leave the premises for any reason or employees wishing to clock out before the end of the scheduled shift must check with their immediate supervisor.

The immediate supervisor will arrange the schedule and explain it in detail, if necessary.  If a change in the arranged schedule is needed, the immediate supervisor will discuss it with the employee in advance if at all possible. Personal circumstances may be considered when scheduling, but maintaining proper state mandated ratios is of utmost importance when working with our day care ministry.  It is crucial that all employees report to work on time and when scheduled. When it is necessary for one to be late or absent, please call the immediate supervisor first. If the immediate supervisor cannot be reached in person, you must leave a voicemail message; then call and speak with a staff member on duty. Employees may not use email to notify their supervisor when calling off from work. Employees should check with their immediate supervisor for appropriate means of calling off from work. One and one half hour (1½) notice is required when reporting off out of concern for the welfare and safety of the children and respect for fellow co-workers. By law we must be able to adequately meet staffing requirements. 
Overtime/Work Week
An hourly, non-exempt employee may not work more than 10 hours in a work day or 40 hours in a work week without prior approval of her or his immediate supervisor. Hourly employees receive overtime in the amount of one and one half times their hourly rate for hours worked in excess of 40 hours in any given week pursuant to Section 7 of the Fair Labor Standards Act.  Working overtime without proper authorization may result in disciplinary action.
A normal work week for Kochenderfer United Methodist Church is defined as Sunday through Saturday. 

Staff will not be paid for time worked if not clocked in. Any trainings that occur off site must be reported to your immediate supervisor for proper documentation and payment of hours attending the training.

Pay Periods and Direct Deposit

KOCHENDERFER UNITED METHODIST CHURCH’s pay cycle is bi-weekly and is administered by direct deposit. This means KOCHENDERFER UNITED METHODIST CHURCH employees are paid every other Friday (26 times per year). Pay periods run from Sunday through Saturday. Employees paid hourly are required to maintain an accurate record of all time worked on the computer terminal designated for logging in and out on your scheduled shift. If you realize you forgot to log in or out during a specific time, it is the responsibility of the employee to contact your immediate supervisor so a correction can be made. Errors in pay should be directed to the church administrator as soon as possible so it can be corrected. 

Payroll Deductions

KOCHENDERFER UNITED METHODIST CHURCH is required by law to withhold from each employee’s pay certain federal, state, and local taxes, the employee’s portion of Social Security and Medicare taxes, and any court ordered garnishments. Other payroll deductions can include voluntary deductions for various benefits.

Emergency Conditions

Emergency conditions, such as severe weather, power outages, or fire can disrupt operations and interfere with work schedules, as well as endanger employees. These extreme circumstances may require the closing of the work facility. 

When operations are closed due to an emergency, the time off from the scheduled work will be paid for regular full time and regular part time employees. In the event of an emergency or severe weather your supervisor will notify you of any schedule changes or closures.

Employees who come in late, leave early, or are absent because of an emergency or severe weather will be compensated for the hours they work. Employees may use available vacation time for the hours of work they miss for the emergency.
Doctor Appointments

An employee should schedule doctor appointments so that they do not interfere with her or his daily work schedule. If this is not possible, vacation time may be used to make up the hours the employee was away for the appointment.

Unpaid Time Off
Unpaid time off may be granted on an individual basis with required notice and permission from your immediate supervisor. Excessive use of unpaid time off may be grounds for dismissal. Two unauthorized absences may be grounds for dismissal.  

Leave of Absence

General – without pay may be granted upon written request.  Such a leave without pay will be granted only on the written approval of the immediate supervisor.

A leave of absence request that extends to a period of six weeks will not guarantee the employee’s continued employment or that the employee’s exact position will remain available.  If a position is available, hours and shifts may be changed.  

Bereavement Leave – In the event of death in the immediate family, a full-time employee is allowed leave, with pay, for up to three consecutive scheduled working days.  Immediate family includes spouse, children, brothers, sisters, parents, and parents-in-law. In the event of death of grandparents, one day of leave on the day of the funeral, with pay, may be granted. Persons other than the immediate family may be considered a part of the family by virtue of special or particular relations; funeral leave will then be granted only by the approval of your immediate supervisor. Part time employees will be paid one day for immediate family only. Unpaid days off will be at the discretion of your immediate supervisor

Maternity/Paternity Leave – Pregnant employees may work as long as physically able, but KOCHENDERFER UNITED METHODIST CHURCH may require a physician’s certification of health after each periodic examination.  An additional physical examination (at the employee’s expense) may be required by Kochenderfer United Methodist Church.  All employees are permitted to take up to eight weeks maternity leave upon the birth or adoption of a child.  Accumulated benefit time is to be used first before unpaid leave. Additional time off is at the discretion of the immediate supervisor. This maternity leave provision is applicable to both female and male employees.

Military Leave – A maximum of ten days leave, without pay, for the purpose of field training will be granted an employee who is on orders for armed forces commitments.  Such a leave may be extended during a temporary emergency declared by the government. Copy of Military Orders should be submitted to immediate supervisor.
Jury Duty - KOCHENDERFER UNITED METHODIST CHURCH recognizes that jury duty is the obligation of all citizens and encourages employees to fulfill this obligation. If you are called for jury duty or subpoenaed as a witness in a court or administrative agency action, excused time away from work will be granted. However, you are to return to duties any time you are not needed in the courtroom. If you are called for jury duty or subpoenaed as a witness, tell your immediate supervisor and give that person a copy of the summons or subpoena as soon as possible.

An employee called for jury duty will receive the difference between regular hourly rate up to 10 hours per day and the payment received for jury service for regularly scheduled work time up to a maximum of 4 weeks. You must present proof of the amount of service to your immediate supervisor. Employees will not be compensated for time spent as a witness unless subpoenaed to be a witness.

Continuation of Benefits During Unpaid Leave

Benefits may be continued during an unpaid leave of absence, at Kochenderfer United Methodist Church discretion, as described below.

During an unpaid leave, the employee is responsible for their cost of medical benefits, Health Savings, Flexible Spending Account and Pension.  Employees should make payment monthly to Kochenderfer United Methodist Church and forward payment to the Church Administrator. Failure to make payment for employee’s share of benefit will result in loss of said benefit.

Benefits

Statutory Benefits

In accordance with applicable law, the following benefits are provided to all employees of Kochenderfer United Methodist Church.

1. Worker’s Compensation Insurance 
Worker’s compensation insurance provides financial protection in case you are injured or become ill as a result of your employment. This coverage complies with the worker’s compensation law of PA. KOCHENDERFER UNITED METHODIST CHURCH covers the entire cost of this protection. Employees must notify the Church Administrator or your immediate supervisor immediately if you become injured. You must provide a return to work form indicating when you are capable of returning to full duty or returning to work with restrictions. You must complete a return to work form for each doctor’s visit, showing any time off work, restrictions, or follow-up visits.

2. Social Security and Medicare (does not apply to clergy)
Social Security and Medicare coverage entitles you and your family to certain health and retirement benefits based on your income and the number of years worked. KOCHENDERFER UNITED METHODIST CHURCH contributes to this coverage.

Wage Increases
KOCHENDERFER UNITED METHODIST CHURCH will review compensation annually. Wage increases and other compensations are based on our annual budget, employee’s job performance, attendance, and punctuality, ability to get along with other employees, external economic factors, and the appropriate wage range for the job. If you have questions concerning your compensation, please speak to your immediate supervisor. Wage increases are confidential and may not be discussed with other staff members. Breach of confidentiality may result in disciplinary action.

Promotions

As a position becomes available, an employee may apply for that position.  If qualified, the employee will be considered for the position along with outside applicants.

Professional Development/Training
Employees are encouraged to attend professional development trainings that relate to their ministry. All employees working with the children in our day care center are required to attend professional development as stated per DHS regulations, the Keystone STARS Program, CACFP, and KOCHENDERFER UNITED METHODIST CHURCH requirements.  Fire Safety, First Aid, Health and Safety, and Safe Sanctuary trainings are required, as is attendance at staff meetings. Employees who miss more than two staff meetings in a calendar year may be subject to disciplinary action.

Holidays
Following successful completion of the orientation period all employees are entitled to the following paid holidays (provided the holiday falls on a normally scheduled day): New Year’s Day, Good Friday, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, and Christmas Day.  If a holiday falls on a weekend, KOCHENDERFER UNITED METHODIST CHURCH will be closed on the federally observed holiday or the weekday nearest the holiday. Additionally, the Kochenderfer Christian Day Care Center will close at 4:00 p.m. on Christmas Eve and New Year’s Eve.

Health Insurance
Employees working over 30 hours per week are eligible to participate in the group health insurance plan covered through the Eastern PA Conference of the United Methodist Church (EPA). Kochenderfer United Methodist Church will pay the share of coverage established by the conference for each employee. Amount over and beyond the annual cost of insurance is the responsibility of the employee. Employees may elect to participate in the dental and vision plans offered by the EPA at the annual cost for coverage. Health Insurance payments are deducted from the employee’s payroll.  Please see the Church Administrator with questions concerning insurance coverage.

Pension Plan
Employees can choose to participate in the pension plan offered by the United Methodist General Board of Pension. Employees can elect to have pre-taxable donations paid into their individual plan. For more information on the plan contact the Church Administrator.
Childcare Benefits
Full-time staff members who enroll their children in the center will receive a 75% discount on the child’s tuition. All full-time employees receiving the discount will be asked to apply for CCIS funding.  Additional information regarding vacation/tuition of enrolled children of staff employees should be directed to one of the Kochenderfer Christian Day Care Directors.

Lunch Breaks

Paid on site half hour lunch breaks are provided for employees working five (5) hours or more. For staff working with the children in our day care center, lunch schedules are staggered so we have proper coverage for the children in our center.

Expense Reimbursements

Purchases made by an employee for the church or day care ministry should forward an Expense Reimbursement Voucher. Prior approval is required by the church administrator or day care director(s) before making the purchase. Reimbursement request must be accompanied by a receipt (or other substantiation of purchase) that includes the vendor’s name, a description of the items or service purchased, and the date. Expense Reimbursement Vouchers paid from the church budget should be forwarded to the church administrator for items paid from the church budget; and to the day care directors for expenses paid through our day care budget. The church administrator or day care directors will indicate on the voucher which expense item is to be charged. When an employee makes a purchase for the church, it is of best interest to submit the required paperwork to qualify the purchase as tax exempt. In the event the employee is not able to provide the retailer with the appropriate information, we will reimburse the employee for the sales tax she or he paid on the purchase. 

An employee attending a seminar relating to her or his ministry area will receive reimbursement   for expenses approved by her or his immediate supervisor. These expenses could include mileage, meals, and tolls. 

Receipts should be attached to a Business Expense Voucher and requires signature of immediate supervisor.
Continuing Education Assistance

If the budget allows, employees can receive tuition assistance to continue their education relating to their specific ministry position. Any employee receiving Continuing Education Assistance is required to commit to one year of employment at KOCHENDERFER UNITED METHODIST CHURCH after completing continuing education courses paid by Kochenderfer UMC/Christian Day Care. Employees should see their supervisor to receive a voucher to apply for the Continuing Education Assistance. Should an employee not commit to one year of service, the cost of the education assistance will be withheld from their last paycheck.

Bonuses*
Should bonuses be awarded to employees, an employee must be currently employed. *For clarification on KCDC bonuses, please see area specific to day care items.
Sick Time*
All employees receive one average work week of sick time per year. Sick time will be prorated for employees working less than one year. Sick time is not carried into the New Year or compensation received for time not used in the current year. 

Certification by a health care provider is required for absences of three or more consecutive work days or for intermittent absences due to the same reason.

Vacation Time*
Vacation policy for clergy is established by the Annual Conference of the UMC.

Employees working 20 hours per week or salaried will accrue vacation time. Vacation time is granted on the basis of unbroken service. If employee terminates position during the year, vacation time is prorated and adjustments made on last paycheck. Employees are required to submit a “Request for Time Off” form to their immediate supervisor two weeks in advance for approval. 

# Years of Service


Accrued Hours per Year


6 months but less than 3 years
1 average work week


3 years but less than 10 years
2 average work weeks


10 years but less than 20 years
3 average work weeks


Any employee with 20 years of service at KOCHENDERFER UNITED METHODIST CHURCH will be entitled to 4 weeks of vacation.
One week of vacation time may be carried into the New Year (Fiscal Year for PKC). All hours earned over the allowed carryover hours will be paid as earnings to the employee. Appropriate tax and gratuities will be withheld from the vacation time earnings. Employee is required to submit request to carryover or to receive compensation for remaining vacation time to her or his immediate supervisor by December 15 of the current year for inclusion in current year income.

*For Pre-K Counts Employees, Vacation and Sick Time will begin to accrue on July 1 in accordance with the Pre-K Counts Fiscal Year.
Employee Conduct
Dress Code
Employees are to be neat, clean, and must practice good personal hygiene.   All clothing should be clean, neat, and fit properly. See through fabrics, revealing garments, or clothes with inappropriate holes are unacceptable.  If an employee arrives at the center without proper attire, the staff member will either be issued proper attire (if polo shirt is needed) or sent home to change without pay.  If you have a question regarding the suitability of your clothing, please see your immediate supervisor.

Use of Personal Cell Phones
Families of employees are welcome to call the main phone line if they need to speak to the employee. If this privilege is continually abused, the employee will be expected to eliminate the problem. 

Cell phones may not be used for personal use while supervising children or youth. Employees may take their phones with them to the playground, CLC, or off site events to use in an emergency should a child become injured. Cell phone abuse may result in disciplinary action up to and including termination. 

If a child become injured or endangered during a time that an employee is using her or his cell phone for personal use, the employee will be issued a Written Reprimand and a two day unpaid suspension. Upon the second incident the employee will be terminated.
Taking Photos on Cell Phones

Employees are not permitted to use their personal cell phones for taking photos of children or youth under their care. Staff may use a church camera or IPad for taking photos. All photos must be approved by the directors or church administrator before they are uploaded to the church or day care Facebook. Realizing that documentation is required by the state for various reporting, staff members are still required to use a church owned IPad or camera for that purpose. The church and day care center will provide employees with a camera or IPad to use for events and activities. 

Social Media
Social media is defined as online technology tools that enable people to communicate easily via the internet to share information. Some of the most popular social media are Facebook, Twitter, My Space, and Link.

While social media can keep you connected with a broad range of colleagues and friends, they also have inherent risks. Once information is released into cyberspace it is gone forever and can never be retrieved. It can be copied and passed onto hundreds of people in a fraction of a second.  Social media posts are never private.

Because of the nature of social media and to protect confidential information at all times, employees should never post information about staff members or children or youth under your supervision, either by name or descriptive nature on any social media sites. This includes positive or negative comments. Photos of children should never be posted on your personal site. When posting photos of children on the church or day care sites, the photos need to be of a group and not include names of the persons in the photo.

As your employer, we reserve the right to review sites to ensure adherence to this policy. Violations of this policy are grounds for discipline, including possibility of dismissal.

Discipline Policy
At Kochenderfer United Methodist Church, we believe in Matthew 7:12; In everything, do to others what you would want them to do to you. A staff member will discipline a child engaged in such behavior.  Disciplinary measures are NEVER physical, harsh, frightening, or humiliating. Discipline is directed toward improving child behavior. Positive reinforcement of good behavior and recognition of individual accomplishments are used. Discipline procedures are outlined in the KOCHENDERFER UNITED METHODIST CHURCH Safe Sanctuary Policy. For more questions in regards to the Kochenderfer United Methodist Church Safe Sanctuary Policy, please contact the church administrator.

Off Duty Hours

Employees are encouraged to represent KOCHENDERFER UNITED METHODIST CHURCH in a professional manner throughout the community and online.  Reports of inappropriate or reckless public behavior (i.e. intoxication, lewdness, inappropriate content on web pages) will be addressed with the employee and may be grounds for disciplinary action or termination.

KOCHENDERFER UNITED METHODIST CHURCH and Kochenderfer UMC are not responsible for any care provided off site by a staff member other than any KOCHENDERFER UNITED METHODIST CHURCH sponsored field trips.

Smoking – KOCHENDERFER UNITED METHODIST CHURCH is a smoke free facility.  Therefore smoking is not permitted on the premises or while on duty.

Solicitation

Employees may not solicit sales items or distribute literature for any purpose on KOCHENDERFER UNITED METHODIST CHURCH property except with the approval of their    immediate supervisor.

Use of Equipment
Employees may not use the KOCHENDERFER UNITED METHODIST CHURCH telephone for personal calls without prior permission from their immediate supervisor. Personal cell phone use is prohibited unless required for obtaining emergency medical care (911).  Use of KOCHENDERFER UNITED METHODIST CHURCH technology is limited to professional use only. All employees are required to read and sign a copy of the KOCHENDERFER UNITED METHODIST CHURCH Internet-Computer Use Policy. Using technology for personal reasons (i.e. checking email, looking up non-work related items) is prohibited.  The use of the copier is limited to lesson planning only.  If more than 25 copies are needed, please see your immediate supervisor before making copies.  Cell phone use (unless used in the manner described above) and misuse of any KOCHENDERFER UNITED METHODIST CHURCH equipment may result in disciplinary action.

Confidential Information

Employees are required to guard confidential information concerning the church members, children, and/or their family. Under no circumstances shall personal matters pertaining to the church members, children, or their families be discussed with anyone outside the church, with other parents, or other employees unless it is required directly for the care or treatment of that specific person. Such information is accepted by the church and day care in professional confidence, and it is therefore not permissible to discuss the information with anyone except the authorized persons in the execution of duties.  In addition, employees must keep information confidential with reference to the total experience at KOCHENDERFER UNITED METHODIST CHURCH including information about other employees.

Internet Use
Kochenderfer United Methodist Church provides employees and church members access to the vast information resources of the Internet with the intention of increasing productivity and enhancing church related communication.  There is justifiable concern that it can also be misused. Such misuse can waste time, potentially violate laws, ordinances, or other KOCHENDERFER UNITED METHODIST CHURCH policies, garner negative publicity for the church, and potentially expose it to significant legal liabilities. 

This Internet Usage Policy, which applies to all employees and church members, is designed to facilitate understanding of the expectations for the use of these resources.

The underlying philosophy of this policy is that Internet access from KOCHENDERFER UNITED METHODIST CHURCH is primarily for church related purposes including communicating with congregation members and colleagues, researching relevant topics, and obtaining useful information. 

In addition, all existing federal and state laws and KOCHENDERFER UNITED METHODIST CHURCH policies apply to all users of the Internet in the church building, especially those that deal with intellectual property protection, privacy, misuse of KOCHENDERFER UNITED METHODIST CHURCH resources, sexual harassment, information and data security, and confidentiality.

Internet Policy Provisions

1. KOCHENDERFER UNITED METHODIST CHURCH domain name will appear with every Internet post made by a church computer user. Any user may thus be viewed as a representative of KOCHENDERFER UNITED METHODIST CHURCH while conducting business on the Internet. During any Internet use, users are required to refrain from any activity or communication that would have a negative impact on KOCHENDERFER UNITED METHODIST CHURCH or the reputation of KOCHENDERFER UNITED METHODIST CHURCH.

2. User IDs and passwords help maintain individual accountability for Internet resource usage. Any user who obtains a password or ID for an Internet resource must keep that password confidential. KOCHENDERFER UNITED METHODIST CHURCH policy prohibits the sharing of user IDs or passwords obtained for access to Internet sites.

3. Each user using KOCHENDERFER UNITED METHODIST CHURCH Internet network shall identify himself or herself honestly, accurately, and completely when corresponding or participating in interactive activities, and shall not send unsolicited mass electronic mail.

4. Only those persons who are duly authorized to speak to the media or public gatherings on behalf of KOCHENDERFER UNITED METHODIST CHURCH on a particular subject may speak/write in the name of KOCHENDERFER UNITED METHODIST CHURCH to any blog, newsgroup, or chatroom. 

Other users may participate in blogs, newsgroups, or chats in the course of church business when relevant to their duties or service, but they do so as individuals speaking only for themselves and should make that clear in their communication.

5. Employees and church members are reminded that the Internet is not a secure method of communication. Neither proprietary information nor any information received in confidence by KOCHENDERFER UNITED METHODIST CHURCH, or the user, should be sent over the Internet.

6. The display of any kind of obscene image or document on any KOCHENDERFER UNITED METHODIST CHURCH computing resource would be a violation of existing KOCHENDERFER UNITED METHODIST CHURCH policy on sexual harassment and is prohibited. In addition, obscene material may not be archived, stored, distributed, edited, or recorded using KOCHENDERFER UNITED METHODIST CHURCH network, printing, or computing resources. A user who finds him or herself connected accidentally to a site that contains sexually explicit or offensive material must disconnect from that site immediately and report the accidental connection to the church computer system administrator or committee.

7. Freeware, shareware, and commercial software from the Internet may be subject to computer viruses, may not work properly, or may be subject to copyright infringement laws. Users may download only software with direct business use with permission of the church computer system administrator or committee, and must arrange to have such software properly licensed and registered. Users may not use KOCHENDERFER UNITED METHODIST CHURCH Internet facilities to download entertainment software or games or to play games against opponents over the Internet. No user may use KOCHENDERFER UNITED METHODIST CHURCH Internet or computer facilities knowingly to download or distribute pirated software or data. Any software or files downloaded via the Internet may be used only in ways that are consistent with their licenses or copyrights.

8. No user may use KOCHENDERFER UNITED METHODIST CHURCH Internet access to deliberately propagate any virus, worm, Trojan horse, trap door, or back door program code or knowingly disable or overload any computer system, network, or to circumvent any system intended to protect the privacy or security of another user. 

9. Inappropriate computer use is prohibited.  The following are examples of inappropriate use of Church computer resources.

· Accessing content that promotes hate language, harassments, or threats
· Accessing content that ridicules others on the basis of race, creed, religion, sex, disability, nationality, or sexual orientation
· Creating, downloading, viewing, storing, copying, or transmitting sexually oriented or sexually explicit material (e.g., pornography, child pornography)
· Gambling
· Recommending products or services as being endorsed by the local church or the United Methodist Church
· Participating in or promoting any partisan political activity
· Hosting services (such as web sites) that are not approved by the local church administrative council and/or Annual Conference Board of Trustees
· Using prohibited peer-to-peer (P2P) file sharing services, for example the pirate bay
· Circumventing the perimeter firewall in a way that allows an internal machine to be accessed from an external, insecure network
· Creating and/or forwarding of chain letters and unrequested bulk email (SPAM)
· Using software, such as password-cracking tools and vulnerability scanners
· This list should not be considered all inclusive. Individual local churches are encouraged to develop cyber safety rules appropriate to their setting and computer use by staff and church members.

10. KOCHENDERFER UNITED METHODIST CHURCH's Internet and computing resources must not be used to knowingly violate the laws and regulations of the United States or any other nation, or the laws and regulations of any state, city, province, or local jurisdiction in any material way.

11. All students using the computer resources of KOCHENDERFER UNITED METHODIST CHURCH shall be supervised.

Failure to abide by said policy will result in being refused access to the computers of KOCHENDERFER UNITED METHODIST CHURCH pending review by the KOCHENDERFER UNITED METHODIST CHURCH Lead Team.
Drug and Alcohol Policy
The employees of KOCHENDERFER UNITED METHODIST CHURCH, while on church property or KOCHENDERFER UNITED METHODIST CHURCH outings, are strictly prohibited to use, possess, conceal, transport, promote, or sell any of the following: 

1.
Controlled Substances

2.
Drug paraphernalia

3.
Alcoholic Beverages

4.
Prescription Drugs, if not prescribed for the employee who is using or possessing the same
If your immediate supervisor has a “reasonable suspicion” that an employee is in violation of any of the provisions of the policy, your  immediate supervisor will conduct an immediate search and inspection of the employee’s personal items and/or require the employee to submit to drug screening tests.  Your immediate supervisor will take whatever action is deemed appropriate in the best interest of the KOCHENDERFER UNITED METHODIST CHURCH.

When an employee’s behavior or work performance gives her or his immediate supervisor reason to believe the person is under the influence of alcohol or any controlled substance, your immediate supervisor shall instruct the employee to leave the premises.

Immediate termination of employment will occur for any of the following reasons:

1.
An employee refuses to submit to personal search.

2.
An employee refuses to submit to drug screening procedures.

3.
An employee found to be in possession of item(s) listed in the paragraph above.

4.
The employee refuses to peaceably leave the Day Care/Church premises.

5.
At any time her or his immediate supervisor believes the employee is unsuitable for employment.

Sexual Harassment
KOCHENDERFER UNITED METHODIST CHURCH is committed to the prevention of sexual harassment by establishing reporting and disciplinary procedures to deal with instances of such behavior.  Sexual harassment is inappropriate, offensive, and illegal.  It will not be tolerated at our facility.

Legal Definition: Sexual harassment is a form of sex discrimination and is an “unlawful employment practice” under Title VII of the 1964 Civil Rights Act.  Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct constitute sexual harassment when:

· They are a part of a Supervisor’s decision to hire or fire.

· They are used to make other employment decisions related to pay, promotion, or job assignment.

· They interfere with the employee’s work performance.

· They create an intimidating, hostile, or offensive work environment.

Behavior that can constitute sexual harassment: Sexual harassment is defined as deliberate behavior of a sexual nature, which is unwelcome. It can include verbal behavior such as unwanted sexual comments, suggestion, jokes, or pressure for sexual favors.  It can also include nonverbal behavior such as suggestive looks or leering, and physical behaviors such as pats or squeezes or repeatedly brushing against someone’s body.

It is the employee’s responsibility to bring an instance of inappropriate behavior to the immediate attention of her or his immediate supervisor.  If the alleged offender is her or his immediate supervisor, concerns should be brought to the Pastor, Church Administrator, and/or the Board of your immediate supervisors.  The procedures are as follows:

· Identifying the offensive behavior of the harasser and requesting that it stop.

· Discussing the concern immediately with your immediate supervisor or Pastor/ Lead Team.
When notified of alleged harassment, the employee’s immediate supervisor or Pastor/ Lead Team will promptly investigate the complaint.  The investigation may include interviews with the parties directly involved and where necessary with employees who may have observed the alleged harassment or who may be similarly situated with the complaining employee and may be able to testify to his or her experiences with the accused employee. Complaints and cases of sexual harassment will be dealt with promptly and confidentially.  If the investigation shows that the accused employee did engage in harassment, your immediate supervisor will take appropriate disciplinary action, up to and including termination of employment.  

It is the intention of KOCHENDERFER UNITED METHODIST CHURCH to make this facility an enjoyable place to work for all, and we will actively seek to identify areas of concern and take appropriate action.  An employee who has questions or concerns regarding this policy should talk to her or his immediate supervisor.

Conduct and Discipline
KOCHENDERFER UNITED METHODIST CHURCH believes that all employees are individuals and merit treatment as individuals at all times.  For this reason, the following Code of Conduct is intended as a guide only.  From time to time it may happen that employees with special circumstances will require special treatment or handling to resolve their special needs.  In those situations, it will be appropriate for KOCHENDERFER UNITED METHODIST CHURCH to treat that employee differently from that which is specified herein.

Procedures clearly delineating major and minor infractions and what disciplinary action will be taken in each case are indicative of the conduct expectations of KOCHENDERFER UNITED METHODIST CHURCH employees and the Christian character of the center.  Any actions to be taken will be determined exclusively by your immediate supervisor and KOCHENDERFER UNITED METHODIST CHURCH lead team. 

An employee may be subject to disciplinary action and possible termination for infractions including but not limited to the following:

1.
Discourteous, inattentive or unprofessional treatment of the children or parents
2. Disharmony with fellow employees, immediate supervisor, children, parents, visitors, or volunteers
3. Discussing non-work related topics (including personal life events) in the presence of church members, children, or parents
4.
Violation of handbook dress code

5.
Failure to follow instructions or work assignments that are reasonable, within professional ethics, and in accordance with the job description
6.
Failure to ensure safe, sanitary, and secure conditions in the day care at all times
7.
Smoking on church property or while on duty off the premises
8.
Solicitation, distribution, or posting of material or notices without proper approval from your immediate supervisor
9.
Failure to report to work at the assigned time or stopping work before the specified time
10.
Leaving the facility during work hours without the permission of your immediate supervisor or staff in charge
11.
Loitering or loafing during work hours
12.
Failure to give notice prior to starting time and/or failure to attempt to contact your     immediate supervisor when reporting off due to an illness or emergency preventing work
13.
Discussing or releasing any information concerning the church members’ or children’s confidential records
14.
Engaging in obscene, abusive language and/or engaging in malicious gossip and/or spreading rumors or harassing fellow employees
15. Absence from work assignment without a reasonable excuse.  After 3 days, documentation of the reason for absence is required. 

16. Clocking in/out for another employee
17. Sexual harassment of any kind
18. Requesting gratuities or tips from parents or attempting to loan or borrow from them
19. Conviction of a crime
20. Overstaying a leave of absence or a vacation without prior written approval from your immediate supervisor
21. Engaging in immoral conduct or indecency on KOCHENDERFER UNITED METHODIST CHURCH’s property or functions
22. Physical or verbal mistreatment of the children
23. Removing, destroying, or consuming property of the church, other employees, church members, children, and families
24. Stealing funds, money, or property of KOCHENDERFER UNITED METHODIST CHURCH, the church, other employees, or the children and families
25. Violating KOCHENDERFER UNITED METHODIST CHURCH’s drug and alcohol policy
26. Possession of a weapon
27. Sleeping during work hours
28. Insubordination
29. False information or intentional omission of required information on employee application or during interviews
This list of infractions is not intended to be all inclusive, but is intended to only illustrate what KOCHENDERFER UNITED METHODIST CHURCH believes to be below its expectations for a responsible employee. Each case is considered on its own facts and appropriate disciplinary action will be taken accordingly.

Rights and Responsibilities
Open communication between management and employees is very important for effective operations of any business. Understanding this, KOCHENDERFER UNITED METHODIST CHURCH will do everything possible to keep all lines of communication open.

Should an employee feel there is a problem or concern that pertains to employment, either of a personal or professional nature, it may be brought to the attention of your immediate supervisor without fear or duress, discrimination, or reprisal by any other employee of KOCHENDERFER UNITED METHODIST CHURCH.  If the concern is with your immediate supervisor it should be brought to the attention of the Pastor or a member of the Lead Team. Some of these problems or concerns may be:  relationships with your immediate supervisor, children, parents, and employees, health and safety issues, and moral conduct.  Presentation of concerns and problems should be dealt with directly, promptly, and confidentially.  Problems are best dealt with if presented constructively. Your immediate supervisor’s door is always open to work with employees who have a concern or problem.

Problem Solving Procedure

A written explanation of the problem or concern should be given to your immediate supervisor within three (3) days of the event causing the concern. Your immediate supervisor is to respond, in writing, within three (3) working days.  Should your immediate supervisor wish to refer the concern to the Pastor or the KOCHENDERFER UNITED METHODIST CHURCH Lead Team that will be done within three days and so noted to the employee in writing.
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Mission Statement
The Kochenderfer Christian Day Care Mission is to encourage the growth of the whole child (intellectually, spiritually and socially) through varied activities and experiences with a Christian focus.

Kochenderfer Christian Day Care promises To CARE for your child through:

Christian Community
Affectionate Caregivers

Respect for Children, Parents and Staff

Educating the Mind and Soul

Ethics
Ethics are integral to the successful achievement of our mission at KCDC.  Employees are expected to comply with this policy and to hold to the highest ethical standards.  By understanding this policy, employees will recognize the situations and activities that must be strictly avoided and those that require disclosure or prior approval.  Employees must treat all co-workers, clients, and external parties with honesty, integrity, and fairness in all regards.  Please see NAEYC Code of Ethics brochure (given with this handbook) for more information.

Confidential Information
Employees are required to guard confidential information concerning the children and/or their family. Under no circumstances shall personal matters pertaining to the children or their families be discussed with anyone outside the day care, with other parents or other employees unless it is required directly for the care or treatment of that specific child. Such information is accepted by the day care in professional confidence and it is therefore not permissible to discuss the information with anyone except the authorized persons in the execution of duties.  In addition, employees must keep information confidential with reference to the total experience at KCDC including information about other employees.

KCDC Organization
Kochenderfer United Methodist Church Lead Team/ Senior Pastor

KCDC Directors

Group Supervisors/ Asst. Group Supervisors
Work Schedule
The Director will arrange the schedule and explain it in detail, if necessary.  If a change in the arranged schedule is needed, the Director will discuss it with the employee in advance if at all possible.  Personal circumstances may be considered when scheduling, but maintaining proper ratios is of utmost importance.  It is crucial that all employees report to work on time and when scheduled.  By law we must be able to adequately meet staffing requirements.

Special Events

There will be events and times that staff are expected to participate in church and day care activities.  Some activities may be in the evenings or on the weekends.  It will be in this way that we participate in the total ministry of KOCHENDERFER UNITED METHODIST CHURCH of which KOCHENDERFER CHRISTIAN DAY CARE CENTER is a part.

These events are: Parent/Teacher Conferences, Open Houses, Christmas Program, Easter Program, Holiday Parade, Pre-K Celebration, Seasonal Potluck Dinners, and KOCHENDERFER UNITED METHODIST CHURCH Children’s Sunday. You will be paid for participation in special events. Repeated lack of attendance and participation at these events may result in disciplinary action.

Bonus Policy 
Current staff may receive a bonus on an annual basis dependent on the availability of funds. Staff may receive an across-the board bonus or a rated bonus.  If a rated bonus is given annual performance review scores will determine amount. Bonus amounts are confidential and may not be discussed with other staff members. Breach of confidentiality may result in disciplinary action.

Staff Development Benefits
Staff Development expenses will be reimbursed as follows: 1) Cost of required trainings will be covered by KCDC. 2) Mileage will be reimbursed in accordance with the current Internal Revenue Service guidelines. 3) Meals purchased during the training event will be reimbursed up to a maximum of $10 per meal.  Expenses should be submitted on an approved expense voucher and accompanied by receipts for meals.  Tuition reimbursement for continuing education may be possible pending availability of funds.

Black Friday In-Service

The day after Thanksgiving will be a teacher in-service day. Staff will be provided with 6 hours of training and paid for an average workday. See the co-directors for more information.
Safety

Safety Issues
Make certain that you follow all common sense and safety procedures when performing your     duties. Check with your immediate supervisor to know what special precautions or safety procedures may be required on your job.  Know the whereabouts and number of children at all times.  Count children at transition times and on a regular basis.  

All employees must be aware of any and all medical issues of the children in their care including allergies, illness, and medication. KOCHENDERFER UNITED METHODIST CHURCH is a peanut-free facility so staff must be alert to food items in children's lunches and remove any item that may contain peanuts.

Safety is of utmost importance.  KOCHENDERFER UNITED METHODIST CHURCH makes every effort to ensure the safety of the children, their families, church members, and visitors, as well as to provide safe working conditions for employees.

Report all safety hazards or defective equipment to your immediate supervisor including all outdoor and playground equipment.  Report all unfamiliar or unauthorized persons to your immediate supervisor, Church Administrator, or the Pastor immediately.

All employees over the counter or prescription drugs should be kept out of reach of children.

Fire Safety
Each employee shall be aware of all fire safety procedures.  Location of extinguishers, escape routes, and evacuation plans must be well known.  All staff on site must participate in fire drills whether or not he/she is currently supervising children.  During a fire drill you need to take the following items with you: attendance sheet, ID tags, and emergency bag.  Please close all doors and turn off lights when you leave.  Do NOT stop to get children’s coats; make sure to evacuate as quickly as possible.  All classes should meet on the gravel lot behind the rear parking lot.

Evacuation and Emergency Plan
Immediate Evacuation – Students are evacuated to a safe area on the grounds of the facility in the event of a fire, etc.

In place Sheltering – Sudden occurrence, weather or hazardous materials related, may dictate that taking cover inside the building is the best immediate response.

Evacuation – Total evacuation of the facility may become necessary if there is a danger in the area. In this case, children will be taken to the relocation facility at Ebenezer Elementary School.
Modified Operation – May include cancellation/postponement or rescheduling of normal activities. These actions are normally taken in case of a winter storm or building problems that make it necessary in a variety of situations.
Parents will be called when we’ve resolved the situation and it is safe for the children to be picked up.  The facility or your immediate supervisor may provide an alternate phone number (i.e. cell phone number) to call in an emergency event. The form designating persons to pick up the child will be with the staff during the emergency situation. A child will only be released to the persons indicated on the emergency contact form as those allowing KOCHENDERFER UNITED METHODIST CHURCH to release the child to. If such an evacuation occurs, we will use the emergency contact numbers on the emergency form telling the parents when and how to reunite with their child.  

Care for Injured Child While Away from the Facility

· If necessary, telephone 911 and ask for help.
· Call center directors at 273-3005 with information regarding the emergency. They will notify the parent of the emergency. In the event that one of the directors is not available, the Group Supervisors are to assume responsibilities of the director. If director is not on site, call your director on cell phone immediately after contact for emergency assistance is made.

· Senior staff person should stay with the injured child and travel to the hospital if necessary.  The second staff person should return to the center with the other children. If emergency treatment is not required, the senior staff person should return to the center immediately upon release by the Emergency Medical Team.

DRESS CODE

Employees’ attire must be respectable and practical for the child care work environment.  Employees represent our program and professional image.  Attire must maintain our program’s public image, promote a productive work environment and comply with safety standards.  Employees are a role model for the young children and are expected to dress appropriately. 

This Dress Code Policy applies uniformly to all employees.

· Clothing must be clean and in good condition, with no obvious stains, tears or holes.  

· Clothing that is tight and/or revealing is not acceptable.

· Shirts, blouses and tops must cover breasts, shoulders, the back and abdomen. 

· Shorts, dresses, or skirts longer than 4 inches above the knee are acceptable.

· Logo shirts must not have profanity, violence or provocative images on them.

· Jewelry, scarves and other accessories must be conservative, secure and must not dangle.

· Shoes must be in good repair.  Tennis shoes or flats are appropriate.  

· Good hygiene (i.e. regular bathing, use of deodorant, etc.) and personal grooming (i.e. combed/brushed hair, trimmed facial hair, etc.) is required.

Reasonable accommodations may be made if the situation requires exception.  

Those who fail to comply with the Dress Code Policy will be required to clock out and return to work appropriately dressed and groomed.  Repeat offences will result in a written warning and additional offences after the written warning may result in dismissal.

Revisions to the policy may be made from time to time, and staff will be notified of the changes.

The dress and appearance for the administrative staff must reflect the highest quality of appearance and professionalism.  Attire must be, at a minimum, work-issued polo shirts.
	Samples of Inappropriate Attire

	Clothing
	
	Shoes & Accessories

	Low cut (cleavage showing) tops
	Short shorts and daisy-dukes
	Shoes with more than a 1 inch heel

	Short cut (bare midriff) tops
	Mini and maxi skirts
	Flip flops

	Halter tops
	Pajamas or sweat pants
	Open-backed sandals or sandals that are not securely fitted

	Spaghetti strap tank tops
	Leggings worn as pants
	

	Strapless and/or backless tops and dresses
	Jeans, pants, skirts or shorts with rips or tears
	Dangling chains, pendants and/or earrings as appropriate for child safety.

	Shirts with logos depicting profanity, violence, tobacco, alcohol, drugs or sexual innuendo
	Jeans, pants, skirts or shorts that reveal under garments or the lack there-of when bending, reaching, sitting or squatting
	Body jewelry - visible piercings other than ears.

	Tops that reveal the midriff, back, under garments or the lack there-of when bending or reaching
	Shorts or skirts shorter than 4 inches above the knee
	


	Samples of Appropriate Attire

	Clothing
	
	Shoes & Accessories

	Jeans, pants, shorts or skirts that do not expose the skin when bending, reaching, sitting or squatting
	Clothing that is clean without rips, tears, holes, stains and without logos depicting profanity, violence, tobacco, alcohol, drugs or sexual innuendo 
	Shoes that tie such as sneakers and secure slip-on shoes that allow you to move quickly and freely

	Work issued attire: polo shirts, sweatshirts, fleece, etc. 
	Theme days or special events are opportunity for flexible attire.
	

	Clothing that allows you to move freely without exposing the midriff, buttock, back or chest
	Skirts and shorts that are longer than 4 inches above the knee
	Stud earrings and watches


Outside Employment

KCDC expects that all of its employees will be professionally committed to their position and responsibilities.  KCDC also supports employees who wish to engage in outside employment or community related activities, as long as such efforts do not create a conflict of interest or interfere with the regular and punctual fulfillment of your work with KCDC.

KCDC does not prohibit staff from accepting occasional employment from families for babysitting.  Babysitting arrangements must be made between the staff member and the family away from the day care center. The rate of payment for these services is a matter to be negotiated between the family and the staff member. 

Employees who have questions regarding possible conflicts of interest should seek advice from a co-director.  

Program Participation
Ratios
KOCHENDERFER CHRISTIAN DAY CARE CENTER follows DHS required child to staff ratios.  The ratios are based on the age of the child.  KOCHENDERFER CHRISTIAN DAY CARE CENTER observes the following ratios:

Infants (6 wks. - 11months) - 1 teacher to 4 children

Young Toddlers (12 months - 23 months) - 1 teacher to 5 children

Older Toddlers (24 months - 35 months) - 1 teacher to 6 children

Preschoolers (36 months - first day of Kindergarten) - 1 teacher to 10 children

Young School Age (Kindergarten - 3rd grade) - 1 teacher to 12 children

Older School Age (4th - 5th grade) - 1 teacher to 15 children

Ratios go by the youngest child in the classroom.  Ratios double at naptime when more than half of the children are asleep.  For example, one teacher to 10 young toddlers.  The only exception is infants.  Infant ratio is ALWAYS the same whether or not they are all sleeping.
Primary Care Groups

As Required by DPW regulations (3270.113(a)(1)) – “Each staff person shall be assigned the responsibility for supervision of specific children”  The group of specific children will be the staff person’s primary care group.  The staff person will be responsible for all feeding, diapering/ toileting, and other needs of the children in his/ her group.  The staff member will also observe and document behaviors and growth of the children in his/ her group and communicate these observations to the parents. 

Primary care groups allows for trusting relationships to be formed between staff and children as well as parents and staff.  Children learn to feel secure with his/her primary care provider and know that he/she will take care of any needs the child might have at any given time.  Parents can know that their child is being taken care of and primarily one person is tracking behaviors, growth, and any possible concerns.  Parents know who to talk to at the end of the day regarding their child. In addition, parents can form a partnership with the primary care provider to work towards providing environments both at home and school to nurture the child towards success.

A staff person will have primary responsibility for the children in his/her care but this does not mean exclusive care.  All staff members are responsible for the safety and well-being of all the children in his/her classroom.  Primary care simply means that one staff person has primary responsibility for a set group of children but any staff person may intervene to help a child who has an immediate need.  Staff persons should consult the primary care provider (if possible) when attending to a child not in his/her primary care group regarding current needs.  

Floaters and substitute teachers will assume the role of primary care giver for a group of children when they are covering for another staff person.  Information on each child (getting to Know You Forms, cheat sheets for infants and toddlers, etc.) should be available in the classroom for all floaters and substitutes.

What does Primary Care Groups look like in your child’s classroom?

· Photo ID tags for each child.  IDs should be added to a key ring as the children arrive. These IDs will stay with the primary care provider throughout the day and be handed off to any floater or substitute so staff persons always know who is in their care.  As children depart, ID tags will be removed from the key ring. 

· Primary care groups identified and listed by teacher somewhere in the classroom.

· During the day, classes may separate into primary care groups for various activities (i.e. circle time, gross motor time, structured group time, etc.)

· Continuous observation and documentation of growth and development recorded using Teaching Strategies Gold Online.

Observations and Conferences

KOCHENDERFER CHRISTIAN DAY CARE CENTER utilizes the Teaching Strategies Gold Assessment Tool for all children ages 6 weeks to kindergarten. Staff complete observations on a regular basis and must report results in accordance to the Early Learning Network (ELN) guidelines.  Staff must also complete an observation within forty-five days of a child enrolling and moving to the next room.  Staff must share a summary of development with families after 45 days and at parent teacher conferences which are offered twice per year. If families choose not to meet for a conference, the summary must be signed by a family member or there must be documentation proving attempts were made to obtain the signature.  Families are welcome to request a conference or meeting with their child’s teacher or the director at any time.

Child Discipline Policy

· All children will be treated with love and respect as unique individuals.

· No form of physical punishment will ever be used.

· Children will be spoken to in calm and quiet tones at all times. There will be no yelling at children. Instead, staff will go and speak directly with the child/children.

· The children will be given clear guidelines as to what is expected and appropriate.

· Directions will be given in a positive manner, rather that a negative one. For example: “Please sit on the floor,” should be said rather than, “Quit jumping around.” Or, “Let’s use walking feet,” rather than, “Stop running.”

· Children will be given reasons for what is expected as much as possible, so as to gain an understanding for what is appropriate. For example: “We don’t throw blocks because it could hurt someone. Blocks are for building.”

· Children will be given clear choices. Example: “You may either sit on the chair or sit on your mat.”

· Children will not be ridiculed, threatened, or embarrassed for soiling themselves or for any other reason.

· Children will not be forced to eat or drink and will not have food or drink taken away as a form of discipline or punishment. 

· Redirection will be used first as a method of classroom management. Children will be taught what is right and wrong in a loving and caring manner. Staff will be models of what is appropriate at all times. The children need to see Jesus in us!

ONGOING OR DAILY TASKS

1. Complete attendance log 

2. Clean and sanitize tables before and after meals and messy use.

3. Wash staff and children’s hands before entering a classroom, after toileting/ diaper changing, after wiping nose, before and after serving food, after outdoor play, and before and after administering medication (staff only).

4. Sweep/ vacuum and mop floors.

5. Clean bathrooms.

6. Complete daily sheets—for infants and toddlers

7. Write activities on parent communication board

8. Provide proper supervision:

A.  Children must never be left alone for any reason

B. On the playground: staff positioned around the playground with at least one staff positioned at climber

C. in the classroom: staff positioned where they can see, hear, direct, and assist all children in care.


9. Perform a safety check in the classroom, bathrooms, and playgrounds.

10. Complete cleaning checklist.

11. Complete refrigerator temperature log.

12.  Write down child observations on play social interactions, growth and development. (will be later transferred to Teaching Strategies Gold Online).

13. Perform a daily health check on each child during arrival—look for signs of illness, inquire about recent sleep and eating.

14. Post any messages, changes in schedule or call-offs on dry erase board in break room.

15. Apply sunscreen to children before going outside and record on each child’s log.  Log should be kept in child’s bin so parents can see when sunscreen was applied.

16. Take trash out daily and as needed.

17. Spray room with sanitizer at end of day.

18. Change diapers according to proper protocol.

19. Place yourself on the children’s level during group times or when talking to the children one-on-one.

20. Communicate with parents at drop-off and pick-up.  Discussions should center on the child and not refer to staff members’ personal lives.

21. Hold frequent conversations about Christian principles and beliefs, and their application in today’s world with the children in their language and using methods they can relate to.

22. Clean and disinfect changing tables after each use.

23. Complete CACFP meal count sheets during meal service.

 WEEKLY:

1. Prepare and submit lesson plans.

2. Clean and sanitize mats/ cots/ cribs.

3. Send bedding home to be laundered.

4. Wash and sanitize toys and furnishings.

5. Clean refrigerators/ microwaves.

6. Clean and sanitize trash cans.

7. Wash dress-up clothes and cloth materials.

 OPENING/ CLOSING THE CENTER

 Opening Routine:

1. Unlock Marsha’s office.
2. Check messages.

3. Turn lights on in classrooms. 

4. If infant and Pre-K rooms are cold (in winter), bump up the temperature a few degrees to take the chill off.

5. On Mondays, move strollers from room 106 to hallway.

Last person in classroom:

1. Put toys away and clear countertops.
2. Spray toys and all surfaces with sanitizer
3. Vacuum carpet.
4. Spray classroom bathrooms (if applicable) and door knobs with disinfectant.
5. Close all windows.
6. Turn air conditioner off (in summer), turn lights off, and turn CD player off.

7. Empty trash cans and take trash to dumpster.
Center Closers:

1. Spray bathrooms with disinfectant.
2. Check all windows to ensure they are closed.
3. Make sure all lights, fans, and/or air conditioners are off in classrooms.
4. Make sure crock pots in both infant and young toddler rooms are unplugged.
5. Make sure all trash is emptied from classrooms and taken to dumpster.
6. Vacuum steps and landing at daycare entrance..
7. Check break room: make sure there are no dirty dishes and table/counters are clear/clean. 

8. Check Gym/Playground for toys and lights.
9. On Fridays, move strollers from hallway to room 106.

10. Turn off all lights in hallways.
11. Make sure front door latches and locks.
12. Check sanctuary door outside to make sure it is latched and locked. (If not locked contact a co-director).

Classroom Supplies Ordering
Supply Request Forms are located outside the Director's Office.  This form must be turned in by Friday for any items needed.  If you choose to purchase an item on your own and would like to be reimbursed, you must obtain approval from a co-director and complete a Reimbursement Form.  If previous approval was not obtained, reimbursement may be denied pending any budget concerns and necessity of the items purchased. Reimbursement Forms must be turned in within one month of purchase and must have a receipt attached to the form. If the purchase is less than $10, petty cash may be given immediately pending availability of funds.  If the purchase amount is over $10, reimbursement will be made within one week of the church administrator receiving the signed reimbursement form.  
Kochenderfer Christian Day Care

Job Descriptions

Center Director: Center Management and Family 

Primary Purpose: 

The Center Co-Director is responsible for overall day care management to promote the development of each child’s spiritual, physical, social, emotional and cognitive development in a nurturing Christ-like environment. The Center Co-Director is directly accountable for overall operational management in accordance with well-established guidelines, including facilities management, legal and budgetary considerations and long-range planning.  

This Position Reports to Lead Pastor & KUMC Lead Team.

Key Responsibilities will include but are not limited to:

Professionalism: 

· Be a team player who establishes positive, respectful and professional relationships with children, parents, colleagues, church members, church staff and the child care community.

· Will work closely with the Center Director of Curriculum Manager and Education Director on a daily basis and will assume their responsibilities if an emergency situation arises when they are absent.

· Support and uphold KUMC policies and philosophy to parents, co-workers, and the community.  Ensure staff understand and adheres to KUMC policies, procedures and philosophy.

· Maintain confidentiality about issues regarding staff members, children, and families.

· Model conflict resolution by communicating directly with individuals involved and collaborating to develop solutions.

· Demonstrate the social skills necessary to relate to a variety of people, remaining positive even under stressful situations.

· Actively attend church and attend KUMC church staff meetings

· Continue professional growth by attending courses, workshops, asking for feedback and reading professional literature. Minimum of 27 credit hrs/year.

Parent Responsibilities:

· Be accessible and available to parents every day and respond promptly with respect, sensitivity, interest and cooperation to their concerns.

· Establish and sustain a sense of community through parent involvement and promoting parent retention.

· Serve as a resource for families offering articles, parent’s boards, newsletters and community contacts. 

· Planning and leading center events, parent training and educational programs.

· Assist in guiding and supervising staff through the process of communicating sensitive issues to parents and locating appropriate services for referral.

Health & Safety:

· Adhere to and ensure that all staff understand and follow all health, safety, and emergency care protocol and sanitation guidelines.

· Demonstrate the ability to remain calm and follow KUMC Emergency Care Plan in the event of an emergency.

· Supervise faculty in documentation of all accidents and notify parents in a timely fashion.

· Follow state regulations regarding incidents of abuse or neglect.

· Monitor the maintenance of the facility, equipment and supplies to ensure safety.

· Administrate CACFP

Marketing:

· Increase and maintain enrollment in the center

· Conduct professional and thorough parent tours.

· Maintain, update and utilize center wait lists.

· Enroll families and assist in orienting new families in center by reviewing center policies, procedures, and philosophy.

· Ensure that center grounds, classroom and office areas are clean, attractive and inviting.

· Prepare and have readily available registration and enrollment information for families.

· Ensure that all paperwork is complete before families begin enrollment.  Regularly maintain and update children’s files.

Financial:

· Collect and record tuition payments, bill families and assess additional charges.

· Process and submit payroll.

· Manage center purchases to maintain center budget.

· Keep a regular inventory of needed supplies, and purchase necessary items.

Additional Knowledge, Skills and Experience Required.

· Strong oral and written communication skills

· Must have a love and willingness to serve children and their families.  Support and cultivate a Christ-like environment that supports the KUMC mission.

· Excellent leadership, organizational and interpersonal skills

· Director’s Credential through PA Keys

· Infant/child CPR and First Aid Certification

· Strong finance and budgeting skills.

· Ability to work well with others.

· Must clear full background check.

· Must pass health screening.

Educational Requirements

· Bachelor’s Degree in early childhood education or related field of study.

· Master’s Degree preferred.

Physical Requirements

Be able to fully interact with children, get on their level, lift or carry up to 50 pounds.

Employment Type

Full-time Exempted Employee
Wage Range

Salary with benefits

Affirmation of Center Director: Center Management and Family 

Responsibilities and Requirements

I hereby acknowledge that I have read and understood the responsibilities and requirements expected of me as a Center Director: Center Management and Family at Kochenderfer Christian Day Care.  I agree to maintain my requirements and to follow through on all my responsibilities to the best of my abilities and in cooperation with my team members.

Signature _____________________________________
              Date __________________________

Center Director: Curriculum Manager/Education Coordinator
Primary Purpose:

The Curriculum Manager (Co-Director) is responsible for developing a quality education curriculum that supports the learning goals and Biblical beliefs of the center. The Curriculum Manager coordinates ordering of supplies and materials to conduct the lessons. The Curriculum Manager works with the Teachers to ensure that they are prepared to deliver the lesson plans and that the lesson plans meet the curriculum guidelines.  S/he oversees professional development plan for the center and individual teachers.  S/he also manages the quality improvement activities including accreditation self-study.

This Position Reports to the Lead Pastor & KUMC Lead Team

Key Responsibilities will include but are not limited to:

Professionalism: 

· Be a team player who establishes Christ-like, positive, respectful and professional relationships with children, parents, colleagues, church members, church staff and the child care community.

· Will work closely with Center Director of Management and Family on a daily basis and will assume their responsibilities if an emergency arises when they are absent. 

· Support and uphold KUMC policies and philosophy to parents, co-workers, and the community.  Ensure staff understand and adheres to KUMC policies, procedures and philosophy.

· Maintain confidentiality about issues regarding staff members, children, and families.

· Model conflict resolution by communicating directly with individuals involved and collaborating to develop solutions.

· Continue professional growth by attending courses, workshops, asking for feedback and reading professional literature. Minimum of 27 credit hrs/year.

· Demonstrate the social skills necessary to relate to a variety of people, remaining positive even under stressful situations.

· Actively attend church and attend KUMC church staff meetings

Curriculum Responsibilities:

· Develop curriculum that meets the learning and Biblical goals of the center and supports cognitive and spiritual development of the children.

· Work with Teachers to develop lesson plans that support curriculum; ensure they have access to appropriate materials. 

· Review Teacher notes and comments and make suggestions for improvement.

· Collaborate with Teachers to prepare means of sharing curriculum with parents. 

· Identify educational opportunities to further develop skills of center staff.

· Stay abreast of new developments in early learning curricula; introduce curricula improvements.

· Maintain curriculum development plan to ensure continuous quality improvement.

· Administrate Pennsylvania Pre-K Counts Program

Staff Responsibilities:

· Participate in recruitment and orientation of new staff members.

· Planning daily staffing schedules & substitutes

· Maintain staff files.

· Observe in classrooms and develop goal and action plans with staff.

· Complete Annual staff evaluations

· Evaluate classroom curriculum and environment to ensure that it support the child’s spiritual, physical, emotional, cognitive and social development.

· Provide support and resources for staff on program development

· Support and sustain positive morale of the staff.  Assist in planning team building opportunities for staff members.

· Participate and assist in planning center meetings, events, and training sessions.

Additional Knowledge, Skills and Experience Required

· Minimum of 3 years’ experience in early childhood setting; significant curriculum development.

· Must have a love and willingness to serve children and their families.  Support and cultivate a Christ-like environment that supports the KUMC mission.

· Strong understanding of child development. 

· Strong oral and written communication skills. 

· Excellent organizational and interpersonal skills.

· Director’s Credential through PA Keys

· Must clear full background check. 

· Must pass health screening. 

· Infant/child CPR and First Aid Certification

· Ability to work well with others.

Educational Requirements

· Bachelor’s Degree in early childhood education or related field of study.

· Master’s Degree preferred.

Physical Requirements

Be able to fully interact with children, get on their level, lift or carry up to 50 pounds.

Employment Type

Full-time Exempted
Wage Range

Salary with benefits

Affirmation of Center Director: Curriculum Manager/Education Coordinator Director
Responsibilities and Requirements

I hereby acknowledge that I have read and understood the responsibilities and requirements expected of me as a Center Director: Curriculum Manager/Education Coordinator Director  at Kochenderfer Christian Day Care.  I agree to maintain my requirements and to follow through on all my responsibilities to the best of my abilities and in cooperation with my team members.

Signature _____________________________________
              Date __________________________

Food Service Coordinator

General Position Description:

The Food Service Coordinator supervises food preparation and serves meals and snacks to center children and staff. The Food Service Coordinator is responsible for maintenance, cleanliness, inventory and safety of kitchen and eating area.

This Position Reports to Center Directors
Key Responsibilities:

· Plan menus in accordance with nutritional guidelines and food restrictions.

· Prepare, cook and deliver meals.

· Maintain hygiene and safety of eating area and kitchen in accordance with state licensing requirements.

· Order food and related supplies to ensure a well-stocked kitchen.

· Follow all center policies and state regulations.

· Maintain personal professional development plan to ensure continuous quality improvement.

· Maintain required records as per CACFP

· Submit monthly claims forms to CACFP

· Attend SafeServ Training

Additional Knowledge, Skills and Experience Required

· Basic math skills for measuring and portioning.

· Infant/child CPR and First Aid certification.

· CACFP regulations and guidelines

· Must clear full background check. 

· Current health assessment and TB test

· Microsoft Excel 

Physical Requirements

· Ability to lift 30 lbs. 

· Stand for long periods of time.

· Move as the position requires.

Employment Type

Full-time, 30-40 hours/ week

Reduced hours when school is not in session

Vacation Time preferred to be taken when school is not in session

Wages 

Based on experience

Affirmation of Food Service Coordinator Responsibilities and Requirements

I hereby acknowledge that I have read and understood the responsibilities and requirements expected of me as a Food Service Coordinator at Kochenderfer Christian Day Care.  I agree to maintain my requirements and to follow through on all my responsibilities to the best of my abilities and in cooperation with my team members.

Signature _____________________________________
              Date __________________________

Group Supervisor/Teacher

General Position Description

A Teacher must be able to share the love of Jesus Christ with children.  The teacher is responsible for developing a cohesive teaching team, coordinating the curriculum, and managing the day-to-day operational activities of the classroom. Teachers must understand children’s cognitive, social, emotional and physical development in order to ensure a safe and stimulating classroom environment where children are actively engaged and encouraged to succeed. The Teacher must be skilled in communicating with both children and adults in order to meet the needs of the children, effectively guide teacher assistants, and resolve parental concerns. 

This Position Reports to Center Directors

Key Responsibilities

· Coordinate and implement educational curriculum by developing classroom activities based on developmentally appropriate practices and early learning standards.

· Lead by example; encourage teaching team success through modeling and coaching.

· Plan individual and group age-appropriate activities to actively engage children and encourage social, cognitive and emotional growth.

· Maintain frequent communications with parents through informal discussions, progress reports, and parent-teacher conferences.

· Ensure all center policies and state regulations are met.

· Ensure a healthy classroom environment – including maintaining appropriate hygiene and cleanliness standards and safety and security of children.

· Supervise teacher assistants and classroom volunteers to ensure they are following planned activities, hygiene and safety standards.

· Maintain accurate records, forms and files.

· Maintain personal professional development plan to ensure continuous quality improvement.

Additional Knowledge, Skills and Experience Required

· Minimum of 2 years of professional child care experience.

· Strong oral and written communication skills and basic computer skills. 

· High energy and the ability to work well with others (staff, children, and parents) and to foster a team environment. 

· A strong understanding of child development.

· Excellent leadership, organizational, and interpersonal skills.

· Infant/child CPR and First Aid certification.

· Must clear full background check and must pass health screening. 

Educational Requirements

· Associate’s Degree in early childhood education or related field of study with a minimum of 30 Credits in ECE.

Physical Requirements

Be able to fully interact with children:  get on their level; lift or carry up to 50 pounds, participate in gross motor play which involves indoor and outdoor activities.

Employment Type: Hourly

Wage Range: $8-15.00/ hour

Affirmation of Teacher Responsibilities and Requirements

I hereby acknowledge that I have read and understood the responsibilities and requirements expected of me as a Teacher’ Aide at Kochenderfer Christian Day Care.  I agree to maintain my requirements and to follow through on all my responsibilities to the best of my abilities and in cooperation with my team members.

Signature _____________________________________
              Date __________________________

Teacher Assistant/Aide

General Position Description

The Teacher Assistant supports the Teachers and the Director by helping to create a caring and safe environment for the children and assisting in activities to improve the overall care and quality of education.  S/he must be able to communicate, listen and work well with others in a team environment. Assisting the staff in implementing a quality educational program and in developing positive relationships with the children and their parents, the Teacher Assistant observes and documents children’s interest and progress, and relays that information back to parents and staff. Teacher Aides are responsible for implementing developmentally appropriate activities based on children’s interests and needs under the direction of the Teacher and the Director. 
This Position Reports to Lead Teacher and Center Directors
Key Responsibilities

· Assist in the implementation of curricula activities and encourage participation by children.

· Actively engage in activities; manage cleanliness, order, and availability of classroom materials.

· Maintain frequent communications with parents through informal discussions and progress reports.

· Encourage self-help and good hygiene through behavior modeling.

· Help ensure smooth, daily transition from home to child care center.

· Follow all center policies and state regulations.

· Maintain personal professional development plan to ensure continuous quality improvement.

Additional Knowledge, Skills and Experience Required

· 2500 hours of experience working with children 

· High energy.

· Ability to work well with others (staff, children, and parents) and to foster a team environment. 

· Strong oral and written communication skills and basic computer skills. 

· A strong understanding of child development.

· Excellent leadership, organizational, and interpersonal skills.

· Infant/child CPR and First Aid certification.

· Mandated Reporter Training & Safe Sanctuary Training

· Must clear full background check and pass health screening. Physicals are required every two years. A TB test is required at time of hire.

Educational Requirements

· High School Diploma or GED preferred

· An AA in ECE or related field is necessary to qualify as an Aide in a PKC classroom
Physical Requirements

Be able to fully interact with children:  get on their level; lift or carry up to 50 pounds, participate in gross motor play which involves indoor and outdoor activities.

Employment Type: Hourly

Wage Range: 
$8-12.00 / hour

Affirmation of Teacher Responsibilities and Requirements

I hereby acknowledge that I have read and understood the responsibilities and requirements expected of me as a Teacher’ Aide at Kochenderfer Christian Day Care.  I agree to maintain my requirements and to follow through on all my responsibilities to the best of my abilities and in cooperation with my team members.

Signature _____________________________________
              Date __________________________
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Kochenderfer Christian Day Care Center Pre-K Counts 
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Pre-K Counts
PKC EMPLOYEE CLASSIFICATION:   Each classroom will have a lead teacher which is a salaried position.  Salary for the Lead Teacher will be paid throughout the fiscal year of July 1st through June 30th. The Lead Teacher is salaried for 200 working days.  If the Lead Teacher chooses to work in the center during non-school days, she will be paid as an hourly, seasonal employee.
If the classroom has more than ten students, an Aide is required.  The classroom Aide is paid hourly and will clock in and out as all other hourly employees of KCDC.  The classroom Aide will be paid for days children attend class according to the Cornwall/Lebanon School Calendar.  If the Aide chooses to work in the center on non-school days, she will be paid as a seasonal employee.
RECRUITMENT & RETENTION PLAN:  As part of our desire to hire skilled and qualified teachers and aides, and to maintain classroom and program consistency, the following plan has been put into place:

· Job listings will be places through higher education institutions such as Lebanon Valley College, Harrisburg Area Community College and Millersville University.

· Job listing will be placed on ECE Hire and through the Lebanon Merchandiser

· Recruitment will also take place through the KUMC website and newsletter.

· The teacher salary will be competitive with teacher salary in Lebanon School District.
BENEFIT TIME – runs on the PKC fiscal calendar which is July 1 – June 30th.   One week of vacation time may be rolled over into the following year.  Any other time will be paid out in wages.  Sick time does not roll over.  The amount of vacation and sick time follows the KUMC handbook.
BENEFITS WILL INCLUDE:
· The use of the Rising Stars Tuition Program waivers from Keystone Stars for the teacher and aide to continue higher education and for the teacher to pursue Instruction II Certification.  The amount not covered through the Rising Stars, such as 5% and teacher fees and registration, will be covered through the PKC program with the expectation that one year of service is required or finances will be repaid to the program.

· The program administrator will assist in the higher education process and communication of opportunities.

· Health benefits are available through KUMC/ Eastern Conference.  The first three years, 100% will be paid by employee.  After one year, the program will cover 25% of total costs and after and 50% after 3.

· Benefits will be received after the first three months of successful employment.

· 7 paid holidays include:  New Year’s Day, Good Friday, Memorial Day, Thanksgiving, Christmas, Labor Day and birthday.

· Act 80 & in-service days are included in the paid 200 working days for the school year.

· Minimum of 4 hours/month of paid planning time.
· One week of sick time will be given per school year.
· All 24 hours of class time required by Keystone Stars will be paid for by PKC.

Pre-K Counts Teacher
Position Overview 

The Pre-K Counts Teacher is responsible for developing a cohesive teaching team, coordinating the curriculum, and managing the day-to-day operational activities of the classroom. Teachers must understand children’s cognitive, social, emotional and physical development in order to ensure a safe and stimulating classroom environment where children are actively engaged and encouraged to succeed. The Teacher must be skilled in communicating with both children and adults in order to meet the needs of the children, effectively guide teacher assistants, and resolve parental concerns under the direction of the Directors. 

Professionalism: 

· Be a team player who establishes Christ-like, positive, respectful and professional relationships with children, parents, colleagues, and the child care community.

· Support and uphold KUMC policies and philosophy to parents, co-workers, and the community.  Maintain confidentiality about issues regarding staff members, children, and families.

· Model conflict resolution by communicating directly with individuals involved and collaborating to develop solutions.

· Continue professional growth by attending courses, workshops, asking for feedback and reading professional literature. Minimum of 24 credit hrs/year.

· Demonstrate the social skills necessary to relate to a variety of people, remaining positive even under stressful situations.

· Actively attend church and attend KUMC Daycare Staff meetings

Key Responsibilities

· Coordinate and implement educational curriculum by developing classroom activities based on developmentally appropriate practices and early learning standards.

· Plan and implement Christian Education according to doctrine of the United Methodist Church

· Lead by example; encourage teaching team success through modeling and coaching.

· Plan individual and group age-appropriate activities to actively engage children and encourage social, cognitive and emotional growth.

· Maintain frequent communications with parents through informal discussions, progress reports, and parent-teacher conferences.

· Ensure all Pennsylvania Pre-K Counts policies, Kochenderfer Christian Day Care center policies, and state regulations are met.

· Ensure a healthy classroom environment – including maintaining appropriate hygiene and cleanliness standards and safety and security of children.

· Supervise teacher assistants and classroom volunteers to ensure they are following planned activities, hygiene and safety standards.

· Maintain accurate records, forms and files.

· Maintain personal professional development plan to ensure continuous quality improvement.

Additional Knowledge, Skills and Experience Required

· High energy.

· Strong oral and written communication skills and basic computer skills. 

· Ability to work well with others (staff, children, and parents) and to foster a team environment. 

· A strong understanding of child development.

· Excellent leadership, organizational, and interpersonal skills.

· Infant/child CPR and First Aid certification.

· Must clear full background check and must pass health screening. 

Physical Requirements

 Be able to fully interact with children: get on their level; lift or carry up to 50 pounds, participate in gross motor play.
Pre-K Teacher Assistant/Aide
Position Overview 

The Teacher Assistant supports the Teachers and the Directors by helping to create a caring and safe environment for the children and assisting in activities to improve the overall care and quality of education.  S/he must be able to communicate, listen and work well with others in a team environment. Assisting the staff in implementing a quality educational program and in developing positive relationships with the children and their parents, the Teacher Assistant observes and documents children’s interest and progress, and relays that information back to parents and staff. Teacher Assistants are responsible for implementing developmentally appropriate activities based on children’s interests and needs under the direction of the Teacher and the Directors. 
Professionalism: 

· Be a team player who establishes Christ-like, positive, respectful and professional relationships with children, parents, colleagues, and the child care community.

· Support and uphold KUMC policies and philosophy to parents, co-workers, and the community.  Maintain confidentiality about issues regarding staff members, children, and families.

· Demonstrate the social skills necessary to relate to a variety of people, remaining positive even under stressful situations.

· Actively attend church and attend KUMC Daycare Staff meetings

Key Responsibilities

· Assist in the implementation of curricula activities and encourage participation by children.

· Assist in the implementation of Christian Education according to the doctrine of the United Methodist Church

· Actively engage in activities; manage cleanliness, order, and availability of classroom materials.

· Maintain frequent communications with parents through informal discussions and progress reports.

· Encourage self-help and good hygiene through behavior modeling. Plan and implement Christian Education according to doctrine of the United Methodist Church

· Help ensure smooth, daily transition from home to child care center.

· Follow all center policies and state regulations.

· Maintain personal professional development plan to ensure continuous quality improvement.

Additional Knowledge, Skills and Experience Required

· Minimum of 1-2 years of professional child care experience.

· High energy.

· Ability to work well with others.

· Strong oral and written communication skills and basic computer skills. 

· A strong understanding of child development.

· Excellent leadership, organizational, and interpersonal skills.

· Infant/child CPR and First Aid certification.

· Must clear full background check. 

· Must pass health screening. 

Physical Requirements

 Be able to fully interact with children: get on their level; lift or carry up to 50 pounds, participate in gross motor play.
Employee Acknowledgement Form

This is to acknowledge that I have received a copy of the Kochenderfer United Methodist Church Employee Handbook. I understand it provides guidelines and summary information about the church’s personnel policies, procedures, benefits and rules of conduct. I understand that it is my responsibility to read, understand, become familiar with, and comply with the standards that have been established. I further understand that no employee handbook can anticipate every circumstance or question about policies. As Kochenderfer United Methodist Church changes, the need may arise to change policies described in this handbook. Kochenderfer United Methodist Church reserves the right to modify, supplement, rescind, or revise any provision, benefit, or policy from time to time, with or without notice, as it deems necessary or appropriate. As soon as possible, Kochenderfer United Methodist Church will notify all team members of such changes. The Handbook supersedes any previous Employee Handbook.
I also acknowledge that I am an at-will employee, and I therefore understand that my employment may be terminated at any time, with or without prior notice, and with or without cause of reason by Kochenderfer United Methodist Church. Likewise, I understand that I am free to resign at any time, for any reason.

Please date, print and sign your name and return this form to your supervisor for inclusion in your personnel file.
______________________________________
                Employee Printed Name

________________________________________              _________________
                Employee Signature



          Date

Employee Acknowledgement Form
This is to acknowledge that I have received a copy of the Kochenderfer United Methodist Church Employee Handbook. I understand it provides guidelines and summary information about the church’s personnel policies, procedures, benefits and rules of conduct. I understand that it is my responsibility to read, understand, become familiar with, and comply with the standards that have been established. I further understand that no employee handbook can anticipate every circumstance or question about policies. As Kochenderfer United Methodist Church changes, the need may arise to change policies described in this handbook. Kochenderfer United Methodist Church reserves the right to modify, supplement, rescind, or revise any provision, benefit, or policy from time to time, with or without notice, as it deems necessary or appropriate. As soon as possible, Kochenderfer United Methodist Church will notify all team members of such changes. The Handbook supersedes any previous Employee Handbook.

I also acknowledge that I am an at-will employee, and I therefore understand that my employment may be terminated at any time, with or without prior notice, and with or without cause of reason by Kochenderfer United Methodist Church. Likewise, I understand that I am free to resign at any time, for any reason.

Please date, print and sign your name and return this form to your supervisor for inclusion in your personnel file.
______________________________________

                Employee Printed Name

________________________________________              _________________
                Employee Signature



          Date
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Kochenderfer United Methodist Church


1105 Kochenderfer Road   * Lebanon, PA 17046





Kochenderfer United Methodist Church


Including Sections Relating to our KCDC and Pre-K Counts Ministries
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